RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-141

Page 1 of 3

Agency Division/Unit
City of Frederick Office of the Mayor/Golf Course
Administration
Item No Description Retention
/] Clinic files Retain for 1 year, then destroy
Member files Retain for life of membership,
then destroy

Junior camp Retain for 1 year, then destroy

2

3
Y

5
G
7

Merchant prbcessing card information
Maryland State Golf Association

Time sheets, copies

General correspondence

Project files

Daily close-out sheets

Events

Retain for life of agreement plus
4 years, then destroy

Retam until updated or
superseded, then destroy

Retain for 2 years, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for life of project plus 4
years, then destroy

Retain for 3 years, then destroy

Retain for 2 years, then destroy

Approved by Department, Agency or Division Representative

Date

Type Name

Title

7hsl

| s101 / .
Signature él[}n(v/f/ O %07)

)
Doacd FrREs7

/'{ZCC/ bo I fprowpégf /\ma/(

Schedule Authorized by State Archivist

Date 0cT 22 2001

Signature g&d c. / WA




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-141

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
¥ Vendors Retain until updated or
superseded, then destroy
9 Budgets, copies Retain for 3 years, then destroy

/O
1/

1>

I

/5~

/6

17

/&

Purchase orders, copies
Golf Course — Maintenance

Personnel files

Pesticides — inventories, MSDS, application information

Equipment files

Maintenance information

Irrigation files — daily usage, maintenance/repair, pump
station

Manuals and catalogs

Alphabetic files — horticulture, Audubon, fountains

Golf course - restaurant
Payroll, copies

Retain for 2 years, then destroy

Transfer to HR upon termination
of employee

Retain for 40 years, then destroy

Retain for life of equipment,
then destroy

Retain for life of equipment,
then destroy '

Retain daily usage for 30 days,
then forward to Water
Treatment; retain remaining
information life of system, then
destroy

Retain until updated or
superseded, then destroy

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Transfer originals to mayor’s
office; retain copies for 1 year,
then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M-141

Page 3 of 3

Item No

Description

Retention

| 7
g0

2/

Q2
>

Purchase orders

Health Department files

Agreement — Coca Cola

Beverage cart

Kitchen equipment

Retain until closed, then destroy
Retaimn 5 years and until all audit
requirements have been met,
then destroy

Retam for life of contract, plus 4
years, then destroy

Retain for 1 year, then destroy

Retam for life of equipment, then
destroy




{NSTRUCTIONS .- TYPE O PIUNE A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTQRY
RECORDS MANAGEMENT DIVISION

Page of

1. DERAR

ES8y of Frade

omsmnt;)j).\a,yn’o W 3. UNIT w W

N

DEFINITION - Records Serles - A group of related records normally filed and ueed a9 8 unit for reference s

woll 8o tatention and divpesition purposes,

_4. RECORD SERIES TNTLE

C e, 3 b

§, EARLIEST YEAR | LATETEST YEAR

1949 10_2_sv>

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the Iypes of Informatiorvdocuments/torms found in the Series. Include the puipose ot funclion of the Seres)

e, QIonetE

7. RECORD SERIES FORMAT(E)

94":! Size a Microlilm

O {egal Size o Compuler Tape
O Bound Book O Floppy Disk

O Audio Tape O Video Tape

© Other (Specdy)

8. RECORD SERIES SEQUENCE

mm@nw

O Numerical
O Chronolegicat
O Geographical

O Other (Specify)

9. VOLUME
O File Drawer(s)
O Microfiim Reet (s)
O Computer Tape (s}
O Other {Specify)
Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microlilm Reel {s)

O Computer Tape{s}
Q Other{Specily) ______

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daiy | Weekly O Monthly O  Monlh(s) 0 Yeals)

Numbet
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, I8 RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specily agency ot olfice)
- O Yes . o Mo

15. ACCESS RESTRICTIONS {i! yes, cile law(s) & tegulalion(s) 16. AUDIT REQUIREMENTS

a  Yes, o No O None o Slate O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (Il yes, explain brieflly and 18. RECOMMENDED RETENTION

descebe any hatdwarel/soflware) % —

O Yes 0 No

7

19. NAME AND TIT, %EPM 20. TELEPHOMNE NUMBER

21. DATE /O/@/oo

NGS 5504 {Revised 1193}




NSTRUCHIONS - FYPE ON PIINT A SEPARATE FOM £ OR EACH NEW
REVISED RECOND SERIES. FONWARG WITH RECORDS REITENTION
SCUEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECOROS INVENTORY

7215 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794 Page

of

iV of Fredorield™ 7 7

3. UNHM&W

DEFINITION - Recotde Sertes - A group of related tecords noimally filed snd ured se 8 unlt for reference s woll 80 retention and disposition purpeaes,

. 4. RECORD S.ERIES TITLE

IR~

§. EARLIEST YEAR / LATETEST YEAR

/.?_QLTOLQ—&Q

8. RECORD SERIES DESCRIPTION { Briefly descibe the Iypes of informationvaocumentsilorms found in the Series. Include the purpose or function of the Senes)

descrbe any hatdware/soltware)

a Yes No

o o ‘
4N 7/ Vi) e

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME
y% @~ Dtawer(s)
o Letter Size O Microlim w~Kphabelical o Microfilm Reel {s)
O Compuler Taoe (s)
g legal Size : o Computer Tape O Numerical O Othet (Specily)
O Bound Book o Floppy Disk 0 Chronolegical Number
O Audio Tape 0 Video Tage D Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Other {Specdy) O Other (Specily) O Microfim Reel (s)
0o Computer Tape(s)
O Other (Specily)
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
g Daiy P Weekly O Monthly O Month{s) D Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg.. floa«, Roam} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency ot office)
L Ay, @ Yes oG
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation{s) 16. AUDIT REQUIREMENTS
a Yes O No None o Slate 0 Federal O independent
17. IS AN INDEX SYSTEM USED? (Il yes, explain brielly and 18. RECOMMENDED RETENTION

.

A

15. NAME AND llll; EPA

20. TELEPHONE NUMBER 21. DATE

| '9//0 /oo

06GS 5504 {Revsed 190




INSTRUCTIONS - TYI'E ON PRI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FOAWARD WITH RECORDS RETENIION
SOEDULE (OGS $50-1]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD

AGENCY RECORDS INVENTORY

—

P.0. 80X 275 - JESSUP, MARYLAND 20794 Page ot

F

EiNy o Frade

DIVISION 7’}/\% Yo ZJ%?/QM, ), uunﬂ/‘e/ C) ear

OEFINITION - Records Satles - A group of telated racords normally Mled snd used ae s unit for refatence s

_4, RECORD SERIES TITL

well a9 retention and dlsposition purpeses,

5. EARLIEST YEAR J LATETEST YEAR

149710 2200

6. RECORD SERIES DESCRIPVION ( Briefly describe the types of Informationvdecumenisfiorms found in the Series. Include the purpose of funclion of the Series)

Fte Mﬂ ) rnecleid ) W/o/;wm

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE $. VOLUME
/ / L/ L.,( G’(Drawer(s)
Leller Size o Microlilm Alphabelical 0 Microfilm Reel (s)
O Compuler Tape (s)
O Legal Size o Computer lape © Numerical @ Other {Spectly)
0 Bound Book o Floppy Disk O Chronological Number
O Audio Tape O Video Tage O Geographical 10. ANNUAL ACCUMULATION
O File Drawer {s)
O Ottt (Specty) O Other (Specily) O Microlilm Reel (s}
o Compuler Tape(s)
O Other {Specify)
Numbet
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
G Datly A Weekly O Monthly 0 Monthis) 0 Yeai(s)

Number

12. CURRENT LOCATION(S) (Bidg., Float, Raom)

b~ Qd, N

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

oo

Q Yes

18. ACCESS RESTRICTIONS (i yes, cite law(s) & tegulation(s)

O Yes, O No

»

16. AUDIT REQUIREMENTS

o Toome

o State 0 Federa! O {independenl

7. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
descrbe any hardware/sofiware)

O Yes O No

18. RECOMMENDED RETENTION

NTaerts 1Y) A WM -

A~

19. NAME AND mmm%g%_

20, TELEPHONE NUMBER 21. DATE

;@éo/w

0GS 550.4 {Revigedt 1197Y




SCOIEDULE (DGS $50-1)

INSTRUCTIUNS - TYPE O PRINE A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SEMIES.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOD ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20794

FORWARD WITH RECORDS RETENIION

AGENCY RECORDS INVENTORY

Page ot

Cs6y of Frederick™ 1 1

3. UNIT

Bt)Crne

DEFINITION - Records Serles - A group of related tecords normally m.d’:mﬁ used as g unlt for telerence as well as retenton snd disposiion purpoess

. 4. RECORD S'ERIES THILE

5. EARLIEST YEAR / LATETEST YEAR

1994 10 Rpumsa

) 'y W" ﬂwnmnﬁ

/Y‘M‘m

8. RECORD SERIES DESCRIPTION ( Briefly describe the 1ypes of informatiorvdocuments/forms found in the Series. Include the putpose or function of the Seares)

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

Number

9. VOLUME
Q File Drawet(s)
eller Size o Microlilm O Alphabetical / O Microfilm Reet (s)
O Computer Tape (s}
O legal Size a Compuler Tape 0O Numerical 0 Other (Speciy)
O 8ound Bock O Floppy Disk @ Chronological Number
Q Audio Tape g Video Tage Q Geographicat 10. ANNUAL ACCUMULATION
O File Drawer (s)
§ Microtilm Reel {s)
O Other (Specd © Other (Specily) o
(Specly) ' O Compuler Tepels)
a Other (Specily)
Number
11, FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
a Daty D Weekly a Monthly O Month(s) Qo  Years)

13. GURRENT LOCATIOR(S) (Bidg., Float, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency of office}

- a/m * o Yes o No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O VYes 0 No O None o Slale O Federal

O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and
descrbe any hardware/soliware)

19. NAME AND TITLE QF PREPARER

18. RECOMMENDED RETENTION

W%Vtﬂ y/ Q M—Jﬁé«@ lIl Vl "é‘ﬂh“

d ﬁ.ojm .
(

20. TELEPHONE NUMBER

1. DATE

ro//a/c»b

NGS 5504 fimvised 1190




SCHEDULE (OGS 550-1)

(HSTRUCIIONS - TYI'E OR Pt A SEPARATE FORM FOR EACH NEW
REVISED RECOND SERIES. FORWAND WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

721% WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 2078¢ Page ot

EENY of Frador

D‘V‘S‘O“c)/)’}a,?o«.'ﬂ 071-/4@ 3 "."'TM é)ub@w

DEFIRITION - Records Serlen - A group of related records nermally Ried and used o9 s unit for reference s

well a3 relention and disposition purporee,

|4, RECORD SERIES TI] / ' 5. EARLIEST YEAR | LATETEST YEAR ‘
/W i
J{ 4 M{: ) 9P 102000

8. RECORD SERIES DESCRIPIION ( Briefly describe the types of informatiorvdecumentsilorms found in the Series. Include the purpose or funclion of the Seres)

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/E . O File Drawer(s)
0 Letter Size a Microliim O Alphabelical ! o Microfiim Reel {s)
0O Computer Tape {s)
o Legal Size g Campuler Tape o Numericat a Other (Specity)
O Bound Bock a Floppy Disk G Chronological Number
a Audio Tape O Video Tape Q Geographical 10. ANNUAL ACCUMULATION
0 File Drawer (s}
O Other (Specty) O Other (Specily) O Microfim Reel (s)
o Compuler Tape(s)
0O Othet {Specify)
Number

11. FILE 16 USED

o Dady | Weekly © Monthly

12. FiLE BECOMES INACTIVE AFTER

. g Month(s) a  Yeaus)
Numbet

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)

g Yes . o No

15. ACCESS RESTRICTIONS (il yes, cile taw(s]) 8 regulation(s)

a Yes o No

-

16. AUDIT REQUIREMENTS

O None o State O Federal O independenl

17, 1S AN INDEX SYSTEM USED? (I yes, explain briefly and
describe any hardware/soliware)

o Yes_ o No

18. RECOMMENDED RETENTION

" -
W«b‘fg&{@&;& WWL&ﬁ&yQ y

19. RAME ANZ!HLE OF ARER

T/T/u,n) (‘}A/.) 7;;0( i

20. TELEPHONE KUMBER 21. DATE

19 Vo /5

06GS 5504 {Navged 197




NSTRUGTIONS - TYPE Of PINNT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

REVISED RECOND SERIES.
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTQORY

Page

ot

1 p‘a eiicsu;f f' I ';*knmsmn 7/)./)%',0, f//%e

5. Ut M&W

DEFINITION - Records Setles - A group of related tecords normally filed snd used as o unit for reference ae

_4. RECORD SERIES TIILE .
Al M ; Cofluo

woll a8 retention snd disposition purposes,

5. EARLIEST YEARJ LATETEST YEAR

/_ZZZm o?d—o—o

6. RECORD SERIES DESCRIPTION ( Beiefly descrbe the types of Informatiorysocumenisfiorms found in the Series. Inciude the putpose of tunction ¢f the Series)

7. RECORD SERIES FORMAI(E)

eltet Size
O legal Size
O Bound Book
a Audo Tape

O Oiher (Specdy)

o Microhitm
o Compuler Tape
O Floppy Disk

0 Video Tage

RECORD SER!ES SEQUENCE
O Alphabelical
O Numerical
Q/(nological
0 Geographicat

O Other (Specify)

\/2_

9. VOLUME

b{le(;wel(s)

a Microfilm Reel {s)
0 Computer Tape (s)
a Other (Speciy)

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)
O Microtilm Reel (s)
a Computer Tape(s)

O Other (Specify) ______

Numbet

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily 0 Weekly O Monlhly : 8 Month(s) O Year(s)

Numbet N
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency or office)
(Bﬁq \ ,W,“' O Yes o No

15. ACCESS RESTRICTIONS (if yes, cile law(s} 8 regutation(s) 16. AUDIT REQUIREMENTS

o Yes, O No 0 None 0 Stale 0 Federal C Independent
17. 1S AN INDEX SYSTEM USED? (I yes, explain brielly and 18. RECOMMENDED RETENTION —

describe any hardwarelsollware) )

s ol
O Yes o No M’V !
20. TELEPHONE NUMBER

DGS 550.4 {Revised 1197

21. DAT

/ DE//a/@




NSIRUCTIONS - TYPE OR PLINT A SEPARATE FONM TOR EACH NEW
FEVISED RECORD SEAIES. FORWAND WITH RECORDS RETENHON
SOEOWE (0GS $30-1}

DEPARTMENT OF GENERAL SERVICES

RECO_RDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ot

ESAY o Fredwidh™ /o7 1

3. UNIIMC% crde

OEFINITION - Records Serfes - A group of related records normsily Rled snd used o9 & unit for reference oo

woll ae retention and dlepositon purpoees,

.4, RECORD SERIES TITLE

| )Jbruﬂl &/’/L"WJW

§. EARLIEST YEAR / LATETEST YEAR J

(QQC rod A0

6. RECOAD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdecumentsfforms found in the Series. !nclude the purpose or function of Ihe Senes)

7. RECORD SERIES FORMAI(S)

Rduar 1 0F5

O Yes

8. RECORD SERIES SEQUENCE 9. VOLUME
. O File Drawer(s)
3 Lelter Size g Microlilm O Alphabetical I o Microlilm Reel (s)
O Computer Tape (s)
a Llegal Size a Computer lape 0 Numerical O Other (Specily)
O Bound Bodk a Floppy Disk O Chronological Number
a Audo Tape Q Video Tage Q Geographical 10. ANNUAL ACCUMULATION
0 File Drawer (s)
a Othet {Specdy) O Other (Specily) O Microfilm Reel (s}
a Compuler Tape(s)
a Other {Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Datly 0 Weekly G Monthly 0  Month(s) a  Years)
Number
13. CURRENT LOCATIOR(S) (Bidg., Flocr, Room) 1

4, 1S RECORDSER!ES DUPLICATED ELSEWHERE? (if yes. specily agency or oflice)

0 No

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s) 16. AUOIT REQUIREMENTS

a  Yes o0 No O None a State O Federal G  Independent

) Screen annually. Destroy material having ndh,

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RET!  +her fiscal, legal or operational value. Retain

describe any hardware/soliware) . permanently any material that serves to

: document the origin, development and
O Yes O No accomplishments of the department. Transfer
. A periodically to the MD State Archives
19. NAME AND WR% 20. TELEPHONE NUMBER 21. DATE
. /%) / 60

0GS $50.4 {Nensed 190




mnmrimmsim o momme

IRSTRUCIIONS - TYPE O PRIl A SEPARATE FORM FOR EACH NEW
REVISED RELCOND SERIES. FORWARD WITH RECORDS REVENTION
SOEOULE (OGS $%0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

1. ©

emmcsnc‘Yf f' I ‘

DIVISION 7’}10741 i W

3 UNILW ia

DEFINITION - Records Serles - A group of telated records normally fied and used sa o unit for teferance as

well 39 retention and dleposiYon purpoves,

. 4. RECORD SERIES TITLE . .

§. EARLIEST YEAR / LATETEST YEAR

1990 10 2 svd

6. RECORD SERIES DESCRIPIION ( Briefly descibe the lypes of Informatiorvdocuments/lorms found in the Series

. Include the purpose or tunclion of the Senes)

B o Iy T
Waaﬁ% /LWW\/;A%J,/ ﬂww M

7. RECORD SERIES FORMAT(S)

94&! Size

a Microlim

8. RECORD SERIES SEQUENCE

9. VOLUME

/ tf'ﬁi!e/orawer(s)

Numbet

0 Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
a legal Size o Computer Tape O Numerica! O Othet (Specily)
O Bound Bock O Floppy Disk o Chrenological Numbert
O Audio Tape O Video Tage Q Geographical 10. ANNUAL ACCUMULATION
0 File Drawet (s)
Q Other [Specty) O Other (Specily) D Microfiim Reel (s}
o Compuler Tepe(s)
O Other {Specily)
Nuymber
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Dafy D Weekly 0 Monthly O  Month(s) o Years)

13. CURRENT LOCATION(S) (B

O A

.. Floor, Reom)

14,

h/Yes ‘

IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency or olfice)

Ol 0O No
15. ACCESS RESTRICTIONS (I yes, cile law(s) 8 tegulation(s) 16. AUDIT REQUIREMENTS
a Yes, O No D/@e o State O Federal 0

independent

17. IS AN INDEX SYSTEM USED? (Il yes, explain brieflly and
desctbe any hardwarelsofiwate)

O Yes O No

18. RECOMMENDED RETENTION

Rulzey, A H Dinge 3, j2bn. 4§, T

ﬂ,/) /’Au.f-n

o ANW F%

20. TELEPHONE NUMBER

21. DATE

1‘0/1@/*‘)

OGS $50.4 (Rewsed 19T




SOGOWE (0GS 550-1)

INSTRUGIIONS .. TYI'E OR PN A SEPARATE $ORM FTOR EACH NEW
REVISED RECOND SERIES. FORWARU WITH RECORDS REVENTION

OEPARTMENTY OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

" 7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

éwga suiAceuc‘v* f' l ; | &vxmou'}h&ﬁ,“n%‘

1. UNIY

Coeeenc

DEFINITION - Recorde Serles - A group of relsted records nermally fited and veed ag o unit for reference s

will g9 retention snd dlspeeltion purpores,

. 4. RECORD S.ERlES TITLE

§. EARLIEST YEAR / LATETESY YEAR

40, roslpe.

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/docyments/Torms tound in the Series. include the purpose of function of the Seres)

7. RECORD SERIES FORMAIT (6}

q/\@

0 Microlilm

8. RECORD SERIES SEQUENCE 9. VOLUME

? D’m}lawer(s)

B Alphabetical O Microlilm Reel (s)

O Computer Tape {si

O legal Size o Computer Tape 0 Numerical O Otlher (Specily)
D Bound Bock O Floppy Disk Mc;gical Number
O Audio Tape O Video Tage O Geogtaphical 10. ANNUAL Acttj:u::llen.oﬁgl;): "
O Oiher {Specdy) O Other {Specily) 2 g‘:’c’:‘fﬁm"’l‘ze;el(ssl)
O Other (Specify)
Number
11. FILE i6 USED 12. FILE BECOMES INACTIVE AFTER
o Dafy p Weekly Q  Monthly

O  Month(s) o Year(s)

Number

13. CURRENT LOCAHON(S)'(Bldg.,.Floor, Room)

Odowes 57

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

é/\resiag&m‘a‘u___ o Ne

15. ACCESS RESTRICTIONS (I yes. cile law(s) 8 regulalion{s}

a Yes 0D No

o

16. AUDIT REQUIREMENTS

om/dependenl

a None a Slale 0 Federal

17. 1S AN NDEX SYSTEM USED? (i yes, explain brielly and
describe any hardwarel/soliware)

O Yes o No

18. RECOMMENDED RETENTION

%674%0&&:?

19. NAME ANW; PW

20. TELEPHONE NUMBER 21. DATE

l@//éa/m)

DGS 5504 {Rewsed 19T




SCITOULE (OGS $50-)

{RSTRUCIIONS .. TYIE OR PRINT A SEPARATE FORM T OR EACH NEW
REVISED RECORD SENIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORODS INVENTORY

RECORDS MANAGEMENT DIVISION

7215 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

&V o Fredwit Ty, e |~

DEFINITION - Records Serles - A group of relatad recorde normally Med snd ueed ae s unit for reference se

wall se retenticn and disposition purpoess,

. 4. RECORD S'ERlES TILE

Enente

8. EARLIEST YEAR | LATETEST YEAR

199 102 0tet>

6. RECORD SERIES DESCRIPTION ( Briefly descibe the types of Informaticridocuments/forms found in the Series

. Include the purpose of funclion of the Senes)

7. RECORD SERIES FORMAL(S)

Leller Size o Microlim
a legal Size @ Computer Tape
O Bound Book o Floppy Disk

a Audio Tape 0 Video Tape

0 Other (Specdy)

6. RECORD SERIES SEQUENCE 9. VOLUME

a File Diawet(s)
M@;ca! O Microlilm Reel {s)

O Computer Tape (s}

O Numerical ' z O Other (Specily)
D/(obgical Numibet

O Geographicat 10. ANNUAL ACCUMULATION
Q File Drawer (s)
0 Other (Specily) O Microtilm Reel {s)

a Computer Tape(s)
O Other (Specify)

describe any hardware/soltware)

O Yes, 0 No

Number

1. FILE IS UéED 12. FILE BECOMES INACTIVE AFTER

a Daty D Weekly 0 Monthly D Month(s) 0 Yeais)

. Numbet

13. CURRENT LOCATION(S) (Bidg., Fioot, Room) 14, 1S RECOROD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)
R drmaro W O Yes . Mo
15. ACCESS RESTRICTIONS (if yes, cite law(s) & tegulation(s) 16. AUDIT REQUIREMENTS

a Yes o No None 0 State O Federal O Independenl
17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION

i’mznmw%'

19. NAME AND TITLE QF PREPARER

ML’Q@%

2.

TELEPHONE NUMBER 21. DATE / /
Dile a-z)

06GS 5.4 {levised 191}




{NSTRUCSIUNS .. TYP'E OH PINNT A SEPARATE FORM FOR EACH NEW
REVISED RECOND SEMIES. FORWAND WITH RECORDS RETENTION
SCHEDWLE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page o]

ISy of Fredei

Frogo

OEFINITION - Recorde Serles - A group of relsted recorde notmally fled snd used as o vnlt for tefletance s

wall a8 telention snd disposifon purpoees,

.4, RECORD SERIES nﬁ/

8. EARLIEST YEAR / LATETEST YEAR

Mm&‘-ﬂ

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvcecuments/forms found in the Series. Include the putpose of funclion of the Senes)

1. RECORD SERIES FORMAT(S)

O Leltet Size o Microfitm

8. RECORD SERIES SEQUENCE

9. VOLUME

2 !’({)lfa;er(s)

O Alphabetical O Microlilm Reel (s)
O Computer Tape (sl
a legal Size o Compuler Tape O Numerica! O Other (Specily)
O Bound Book o Floppy Disk - Chronologica! Number
O Audio Tape 0 Video Tage O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
' O Microtilm Reel (s)
o on o Other (Specil
Offes {Speciy) ¢ " o Computer Tape(s)
0O Othet (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Oaty | Weekly QO  Monthly O Month(s) o

Number

Yeat(s)

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency cr office)

v o a  Yes o No
15. ACCESS RESTRICTIONS (I yes, cile law{s) & tegulation(s) 16. AUDIT REQUIREMENTS
a VYes O No 0 None O Slate O Federal

O Independent

17. 1S AN {NDEX SYSTEM USED? (f yes, explain brielly and
descrbe any hardwarelsollware)

oYes. a No

18. RECOMMENDED RETENTION

Buliittn Tl up A adeclhs o upites el

.;’ff/xwﬂ,@@-

20. TELEPHONE NUMBER

21. DATE

19 //0/&—8_

06GS 0.4 {Nensed 119N




RSTRUCTIONS .. TYPE O PItT A SEPARATE FORM TOR €ACH NEW
REVISED RECOND SEMIES. FONWARD WITH RECORDS RETENTION
SCIEDWLE {0GS 5501}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

t&o{' Freder

DIVISION

L e 9 4

1. UNl

B o Guen

DEFINITION - Records Serfes - A group of related records normally filed and used as & unit for teference oe

wall a9 retention snd dleposition purpones,

_4. RECORD SERIES TITLE

ford 108 04 oo

5. EARLIEST YEAR / LAYETEST YEAR

19 ~o2es/

8. RECORD BERIES DESCRIPTION { Briefly describe the types of Informatiorvaccuments/iorms found in the Series

. Include the puipase or lunclion of the Senies)

7. RECORD SERIES FORMAIT(S)

19. Hmd‘o HILE REPARER
't-t.# :‘{

8. RECORD SERIES SEQUENCE 9. VOLUME
b/ O File Diawer(s)
Lelter Size o Mictofilm O Alphabetica! s QO Microfitm Reel (s)
5 “ an o Computer Tape (s
a legal Size Q@ Computer Tape o Numerical & O Other (Specdy)
O Bound Book O Floppy Disk m/@ogiw Number
a Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULATION
, o File Drawer (s)
a Otirer (Specdy) Q Other (Specily) T Microfilm Reel (s)
© Compuler Tape(s)
a Other (Specily)
Number
11. FILE I8 USED 12. FILE BECOMES IHACTIVE AFTER
a Dady 0 Weekly o Monthly O Month(s) O Yeai(s)
Number
13. CURRENT LOCATION(S) {Bidg.. Fioor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of olfice)
‘ y -
&Mw IW T C/Yes o N
15. ACCESS RESTRICTIONS {if yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
Q Yes, o No O None o Slate O Federal o Independent
17. IS AN INDEX SYSTEM USED? (il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soliware) o
- . A g ’b%%mpuﬁa,
20. TELEPHONE NUMBER 21. DATE

19 /19 /o

DGS 550.4 Nawised 190




(NSTRUCTIONS - TYPE OR PRIE A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORODS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SOIEDULE (DGS $50-1} 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20764 Page o

1. D‘R EiGEN;f f' : l .‘ DMSW\W” W | 3 UNIT {2 v

DEFINITION - Records Serles - A group of telsted records normally fled and used as s unit for raference as well ss reteantion and dispesi¥on purpores.

.4, RECORD S.ERIES THILE @ . ' 5. EARLIEST YEAR / LATETEST YEAR
g
Mﬁ/% ndewo, (ogpice (994 10 Grs0

6. RECORD SERIES DESCRIP1ION { Briefly descube the lypes of informatiorvdocumenis/lorms found in the Series. Include the purpose or funclion of the Series)

7. RECORD SERIEE FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME

d’ﬂﬁm(s)
o Cetter Size o Microlim H/fﬁbeﬁcal 60 ’ 2

O Microlilm Reel (s)
O Computer Tape (si

QO Llegal Size O Compuler Tape O Numerical O Other (Specify}
O Bound Bock O Floppy Disk ovmg;cal Number
O Audio Tape A 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer {s)
her (Speciy) @ Other (Specily) Microfilm Reel (s)

o]
O Computer Tape(s)
O Other (Specify)

o Numbet
11. FILE IS USED 12, FILE BECOMES INACTIVE AFIER
o Daty p Weekly a  Monihly O Month(s) 0 Yeals)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD ERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office}

o No

15. ACCESS RESTRICTIONS (If yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

O Yes o No eﬁe o Slate O Federal

O Independent

17. IS AN [NDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION
descube any hardware/soltware)

o . Aubi DY) Ao Aoilorg

19. ¥ ND JITLE REPARER 20. TELEPHONE RUMBER 21. DATE / /
,Z) /0 0——()

06GS 550.4 {Rawvsed 17971




(HSTRUCTIONS -~ TYPE O PHING A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY t
REVISED NECOND SERIES. FOAWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION )
SCHEOULE (OGS $50-1) 7215 WATERLOO ROAD - :
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page ot
— e —
1. 0 ENHAGENCY DIVISION kX UNIWM& )
‘ ndcw ' ~ r
P . “DNtoealensnae ,
DEFINITION - Recorde Serles « A group of relsted records notmally fied snd used ss 8 unit for telerance ss well s ratention snd dlsposion putpores,
4. RECORD SERIES TITLE

. §. EARLIEST YEAR / LATETEST YEAR
Wv\/ﬂl/é' &éw [ 94 210 Zp0

8. RECORD SERIES DESCRIPTION { Briefly describe the types of informaticrvdocumenis/forma found in the Series

. Include the purpese o funclion of the Series)
JVLW Qs gornile | ohonmmidicd garmed o] pradncrego

e e rem e} vmn e na v A

e v e n . ATv—— p——— e T -

T. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME /
File Diawet(s)
Lelter Size o Microlim Iw/Aiphabekica! }/L‘/ © Microliim Reel {s)
: O Computer Tape (3) .
O Legal Size © Computer lape O Numerical a Other (Specily) }
i
O Bound Book ‘ O Floppy Disk D Chionological Number !
3
O Audio Tape O Video Tape o] Geogmphiw' 10. ANNUAL ACCUMULATION ,
' . X : a File Drawer (s) :
O Other {Specty) O Other {Specily) O Microfilm Reel (s)
O Computer Tape(s)
O Other {Specify)
Number
11. FILE {6 UBED 12. FILE BECOMES INACTIVE AFTER
a Daily D Weekly 0 Monlhly D Month(s) o Yeals)
Number

-

12. CURRENT LOCATION(S) (Bldg., Float, Room) 4. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency of office)

/anj/‘// u Yes ,\O/H[)ﬁﬁq ’25}/8 o No

15, ACCESS RESTRICTIONS (if yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0 Yes, o No 0 None a Slate 0 Federal 0 Independent

»

17. IS AN INDEX SYSTEM USED? (i yes, explain briefly and - | 18. RECOMMENDED RETENTION 7»4447/@;7&& D M A et umg.,
. descitbe any hardware/software)

o Yes___ o No v %/Q;w Wz;t)"\) @y JW/«Z(

1. NAME AND ‘WEF%M 2.

0GS $50.4 {Ravised 1193}

|l

TELEPHONE NUMBER - 2. DAIE




NSIRUCIIUNS .. TYPE OR PIUNT A SEPARATE FORM FOR EAGH NEW
ALVISED NECOND SERIES. fORWARD WITH RECORDS RETENIION
SCHLDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 278 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 0!

————— ——

|E‘ EN"MEN%G f' l d

DIVISION

S |
3. UNIY EZE; \&W

M bGelindnee

DEFINITION - Records Serles - A group of related records notmally fled snd ueed 89 a unit for reference se

well 99 retention and disposition putpores,

4. RECORD SERIES TILE

——

5. EARLIEST YEAR / LATETEST YEAR

(977 1052tr

8. RECORD SERIES DESCRIPTION ( Briefly descibe the types of informationveocumenis/iorms found in the Series

O pindinio, M3 D5, bpplesatii iy

. Inciude the puipose or funclion of the Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
o? O File Diawer(s) !
O Leller Size o Microlilm a Alphabetical O Microlilm Reel (s} '
3- : O Computer Tape (s
a Legal Size o Computer lape a Numerical ﬁ O Otber (Specily)
© Bound Bock O Floppy Disk D Chronological Number ‘
|
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION ;
. ng.A./V\' 0 File Orawer (s) \
desn O Other (Specit D Microtilm Reel (s) ’
© Other (Specty) (Speci) O Compuler Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy P Weekly O Monthly O  Monthis) ©  Year(s)

Numbet

12. CURRENT LOCATIONS) (Bidg. Float, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of ollice)

f / o O Yes oo
et o2 ¢
15. ACCESS RESTRICTIONS (i yes, cite law(s) 8 tegulalion(s) i6. AUDIT REOUIREMEN!S‘

O Yes D No o None o@ O Federsl U Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and
. descibe any hardware/soliware)

o Yes O No

18. RECOMMENDED RETENTION

19. NAME AWF %

20. TELEPHONE NUMBER

. DATEIO/;O/W)

NGS S50.4 {Nevised 1193)




(NSTRUCIIUNS - TYPE OR PRINT A SEPARATE FORM f OR EACIT NEW
REVISED RECONRD SERIES. FOQRWARD WITH RECORDS RETENVION
SCHEDULE {0GS 5%0-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20784

=

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page of

H1IAGE

T

% Freders

, DIVISION

— e
— ——

3. UNIT W Cpvcene
WMaerlonanee

DEFINITION - Records Setles - A group of relsted records normally fled snd ueed as o unit for reference se

wall a¢ retention and dispesition purpores.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

[44( r0xdpv0

8. RECORD SERIES DESCRIPTION ( Buielly describe the types of informationvdocumenis/iorms found in the Series

Q’M} WMlinanto, fols P

. Include the puipose or funclion of the Series)

e rmemmas i o

L

aysemss FORMAT(S)
Lelter Size

o Microfilm

O Llepa! Size o Computer Tape
O Bound Book o Floppy Disk
O Audio Tape O Video Tape

© Other (Specdy)

8. RECORD SERIES SEQUENCE
O Alphabetical

O Numerical

a

Chionological

a

Geographical

a

Other (Specify)

0. VOLUME
7 U{le Drawer(s)
’ D Microfilm Reel (s)
O Computer Tape (sl
O Other {Speciy)

Number

10. ANNUAL ACCUMULATION
O Fite Orawer (s)
D Microliim Ree! (s)

o Computer Tepe(s)
Q Olher {Specily)

. describe any hatdware/sollware)

O Yes O No

Numbet

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daly B Weekly 0 Monthly O Month(s) o Yeas)

. Number
1. CURRENI LOCATION(S) (Bldg., Floar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency of oflice)

')’y"a » ﬁ;‘ - o Yes ' No
15, ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s) 16. AUDIT REOUIREMENIS‘

O Yes o No o‘(ue 0 Slate Q Fedesal O Independent
7. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

12T, M e i ,&,/p Jt&/w é’é}'uéa" .

19, NAME AND TITLE OF BRFPARER

20. TELEPHONE NUMBER

n. DAIE/@ /fi 5 /H)

0GS 5504 Nevised 193)

o




SCHEDULE {DGS 550-1)

INSTRUCTIONS .- TYPE O PRINT A SEPARATE FORM FOR EACH NEW
ALVISEN RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20784 Page of

!ég%ﬁ%w&f Frederscs

v Lot] Qpnne. |

DEFINITION - Recotds Setles - A group of related records noimally filed and uvad s s unit for reference oo

well a0 rotention and disposition purposes.

4. RECORD SERIES TITLE

/ﬁ’ﬂ7 1052470

8. EARLIEST YEAR J LATETEST YEAR

€. RECORD SERIES DESCRIPTION { Briefly descrbe the Iypes of Informztiorvaocuments/iormng found in the Series. Include the puipose or funclion of the Saties)

Prd #, prrce

7. RECORD SERIES FORMAT(S)

8, RECORD SERIES SEQUENCE 9. VOLUME

Number

QO File Diawer(s) ;
Letter Size o Microlim O Alphabetical b?%{ ) o wiciolim Reet (3) g
O Computer Tape (s\ !
O legal Size o Computer Tape 0 Numerical O Other (Spectly) ‘
O Bound Boch O Fioppy Disk o0 Chronological : Number t
1]
G Audo Tape O Video Tape O Geogizphical 10. ANNUAL ACCUMULATION |
. 0 File Diawer (s) !
) O Other (Specit O Microliim Reel {s) l.
@ Ot (Speci] (Speci) O Computer Tape(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy D Weekly O Monthly O  Monthis) D Yeal(s)

13. CURRENT LOCATION(S) (Bidg.. Floor, Room)

AT

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or olfice)

O Yes A .ﬂ(

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s)

O Yes, o No

16. AUDIT REQUIREMENTS

None O Slate 0 Federal O Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly ang
. describe any hatdware/sollware)

uYes. O No

18, RECOMMENDED RETENTION

Relice iy of 2 4up ) Lew dlpaliy

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE
19//0 / 40

NGS $50.4 (Revited 113)




INSTRUGTIONS . TYPE ON PRINT A SEPARATE £ORM TOR EACIH NEW
REVISED RECORD SEMIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

H

i

)

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page ol ,

: i

1. osgx gemmcmcv 3. UNi M M |

DEFINITION . Records Sorles - A gtoup of 1eiated rocords normally fled and usad 36 & unit for reletence a

well a8 retention and disposition purpeses,

4. RECORD SERIES TUILE

v

s

8. EARLIEST YEAR /| LATETEST YEAR

1991 1082 s

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of Informatiorvdocumentsfiorms found in the Series

. Include lhe puipose or funclion of the Seues)

7. RECORD SERIES FORMAL(S)

Oéllel Size

a Microfilm

8., RECORD SERIES SEQUENCE

9. VOLUME

&/L{ lbfle Drawer(s)

o oo B e et 11 i+ e A 4

Numbetr

O Alphabelical O Microlilm Ree! (s}
T Comouter Tape (s
O legal Size o Computer Tape O Numerical Q Other (Specily)
O Bound Bock © Floppy Disk O Chronological Number
Video Tape O Geographical 10. ANNUAL ACCUMULATION
@ Audo 'lape' o i oviepnt O File Drawer {s)
O Other (Specif O Microlilm Reel (s)
© Othet (Speciy) (Specit) O Compuler Tepe(s)
r O Other (Specify)
Number
11, FILE 1§ USED 12, FILE BECOMES INACTIVE AFTER
a Daily n Weekly O Monthly _ 0 Monihis) O Yeas)

12. CURRENT LOCAHON(S] Bidg., Floor, Room)

Vneelss 6/,&/

14,

O Yes

15 RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specily agency or office)

eTo

15. ACCESS RESTRICTIONS (if yes, cite law(s) 8 regulalion(s)

a  VYes, g No

-

16, AUDIT REQUIREMENTS

None O Slale

O Fedeial

O Independenl

17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and
. descidse any hatdware/soliwate)

O Yes O No

18. RECOMMENDED RETENTION

/z wmfzw“fwz%ﬁ
{

Ugee go

fou v0 g

mmg

Py —

.

oo Defe

'l

13. NAME AND JITLE OF P RER

m,lm,,m. y Ao //p.n 4/?
20. TELEPHONE NUMBER

21. DATE //0/04)

DGS 5504 (Revised 1/93)

o




IHSTRUCTIONS .- TYI'E OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECONRD SERIES. FQRWARD WITH RECORDS RETENVION
SCHEDULE {DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOOC ROAQ
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page [o]]

1. be&m

OIVISION

—— ‘

1 UNIIM'&W

")’Y\W

DEFINITION - Recotds Serles - A group of relatod 1ocords normally filed and usod sv a unit for referonce oo

wall as retenton and dispesiYon purposes, g

4. RECORD SERIES "‘f%{\/\ uvmeshe &’/nal 0“12“ 7")

S. EARLIEST YEAR / LATETESY YEAR

10

8. RECORD SERIES DESCRIPUION ( Briefly descube the lypes of Information/documents/lormg found in the Series

. Inct

ude lhe purpose or funclion of the Senes)

7. RECORD SERIES FORMAT(E)

O Lelter Size o Microlilm

8. RECORD SERIES SEQUENCE

9. VOLUME
QO File Drawer(s)

S
v - -

Numbet

{
O Alphabetical AL O Microfilm Reel (s)
M O Compulet Tape (s)
O legdl Size o Computer Tape G Numerical 0 Other (Speciy)
o Bound Bock o Floppy Disk 0O Chronological Number
a Audio Tape N 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION ,
. O File Drawer (s)
© Other (Spect! O Other {Specily) O Mictalilm Reel (s)
! (Specin) : ! O Compuler Tepe(s)
O Other (Specify)
Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o DOaily B Weekly o Monthly O Monihis) o Yeai(s)

13. CURRENT LOCATION(S) (Bidg., Float, Room)

T )

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency or office)

.

O Yes o No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REDUIREMEN!S.
o Yes, 0O No O None o State 0 Federal O Independenl

17. 1S AN INDEX SYSTEM USED? (M yes, explain brielly and
. descibe any hardware/sollware)

O Yes O No

18. RECOMMENDED RETENTION

(i Upled ol 4 2peeec e
Ao,

19. NAME AND W PRW

]
20. TELEPHONE NUMBER

24, DAIE

oo loo

DGS 550.4 {Ravised 1193}




fNSTRUCTIONS - TYPE QR PIINT A SEPARATE F-ORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECQORDS INVENIORY
REVISED RECONRD SEMIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS $50-1) 7215 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20784 Page of

@fg%a%msw f' l I|.d 6 . : ] UN_HW\%

DEFINITION - Records Satles - A group of related records normally filed snd used ae 8 unit for teference an well go retention and dispesiton purpores,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR
' ¢ Filio

(975 10 245D

8. RECORD SERIES DESCRIPTION { Brielly descnibe the types of informatiorvdocumentsiiorms found in (he Series. Include the purpose of funclion of the Senes)

U T, sk O, JosiTir

7. RECORD SERIES FORMAT(E} 8. RECORD SERIES SEQUENCE 9. VOLUME {_
ile Drawer(s)
b@: Size o Microlilm O Alphabelical O Microliim Reel {s)
: O Computer Tape (s)
o Legal Size o Computer Tape O Numerical o Other {Specify)
O Bound Bock 0 Fioppy Disk O Chionological Number
i i 10. ANNUAL ACCUMULATION
hical .
a Audio Tape O Video Tape O Geographica S Fie Drawer (s
‘ . ; . O Mictolim Reel (s)
il
a Qiwet (Specdy) O Other (Specify) O Compulet Tapeis)
O Other {Specily)
Number
11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Dady p Weekly O Monihly g Monihis) O Yeals)
' Number
12. CURRENT LOGATION(S) (Bidg., Fioor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specily agency or office)

W%/‘ O Yes ' _ d{

15, ACCESS RESTRICTIONS (Il yes, cile taw(s) & regulation(s} 18. AUDIT REQUIREMENTS

a Yes, ' 0 No m o Siale O Ffedenal

.

O independent

Screen annually. Destroy material having noy
further fiscal, legal or operational value. Retain
pennanently any material that serves to

- document the origin, development and

o Yes | o No » accomplishments of the department. Transfer
periodically to the MD State Archives

. TELEPHONE NUMBER ) 21. DATE

e . | | /‘0/10/0-0 |

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly add 1
. describe any hardware/soliware)

RECOMMENDED RETENTION /

19. NAME AND TITLE OF PREPARER 20

DGS 5504 Nevifed 1193)




SCHEDULE {DGS 550-1)

NSTRUCTIONS .- TYPE OR PRIME A SEPARATE FORM fOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page ol

——

Ciby of Fredevs

DIVISION 3. umy ,&q Coptnrre.

DEFINITION - Records Serles - A greup of related records normally fiied snd used s9 s unit for reference o9

well 20 retention and dlepenrition purperes,

_4, RECORD s'sm?nus

/W:@W

5. EARLIEST YEAR / LATETEST YEAR

Uirget

6. RECORD SERIES DESCRIPTION { Briefly describe the types of Informaliorvaocumenis/iorms téund in the Series. Include the puipose of funclion of the Series)

: |
7. RECORD SERI/ES FQRMAT(E) 8, RECORD SERIES SEQUENCE 9. VOLUME
: O File Drawer(s)
q/Lleller Size o Microfim O Alphabelical W a Microliim Reel (s)
’ O Computer Tape (s)
a Legal Size o Computer 1ape o Numerical a Other (Specily)
O Bound Book o Floppy Disk O Chronological Number
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0O File Orawer (s)
; Microlilm Reel {s)
O Giher (Spect O Other (Specify) o
(Specin] 0 Compuler Tape(s) .
O Other {Specify) 1
1
Number :

11, FILE IS USED

a Daiy B Weekly G Monlhly

12. FILE BECOMES INACTIVE AFTER

O Monlh(s) 0O Yeai(s)
Number

13. CURRENT LOCATION{S) (Bidg., Floar, Room)

o aurat-

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency of office)

O Yes 'UNo

15. ACCESS RESTRICTIONS {if yes, cile law(s) & tegulalion(s)

O Yes, O No

-

16. AUDIT REQUIREMENTS

0 None O Slale 0O Federal O Independent

7. IS AN JNDEX SYSTEM USED? (If yes, explam briefly and
descrbe any hardware/software)

O Yes 0O No

18. RECOMMENDED RETENIIONJIW:@ ”Mm_w A.,(,/
ATt cegitio 1 Y, Theas lachioy

20. TELEPHONE NUMBER 21. DATE / /
_ 10/10/ =

06GS 550.4 {Rensed 1193)




IRSTRUCTIONS -- TYPE OR PiUNT A SEPARATE FORM FOR EACH NEW

REVISED RECOND SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS $50-1) '

7218 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Page of

ES8 of Fredeiici™

3. UNIT eya '

DEFINITION - Records Serles - A group of related tecords notmally filed and used ss s unit for refetence sy

well a9 retention and disposition pusposes,

4. RECORD SERIES TITLE . W
Dkt

§. EARLIEST YEAR / LATETEST YEAR

Cusrndendl gy

8. RECORD SERIES OESCRIPTION ( Briefly describe the types of informationdocumentsiforms found in the Series. Include the purpose or tunclion of the Series)

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE
| O Leltes Size o Microlilm _ G Aiphabetical

a Legal Size a Compulet Tape 0 Numerical

0 Bound Boock O Floppy Disk O Chronologicat

O Audio Tape O Video Tace O Geographicat

eﬁm {Specty)

Other (Specify)

9. VOLUME

Q File Drawet(s)

d,d/() O Microlilm Reel {s)
O Computer Tape ()
O Other (Specty)

Number

10. ANNUAL ACCUMULATION
O Fite Drawer (s)
O Microlilm Reel (s)

O Compuler Tape(s)
O Other (Specily)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy n Weekly 0 Monthly B Month(s) O Years)
Number
13. CURRENT LOCATION(S) {Bldg.. flool, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot olfice)

[Rectou o oo _Ppsne sy Lot

15. ACCESS RESTRICTIONS {if yes, cite law(s) & regulalion{s} 16. AUDIT REQUIREMENTS

o Yes 0O No O None o Siate

.

O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION

O Yes O No

descrbe any.ha'dwa:elsoﬂware) W W %Q&f?{, ’ /dMU w’Z@—

19. NAM;%ELE ZSEEPARER 20. TELEFHONE NUMBER

21, DATE

/04@ /0")

NGS $50.4 {Navised 1193}




NSIRUCTIONS -
REVISED RECORD SERIES.
SCHEDULE (DGS 350-1)

TYPE OH PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECOROS INVENTORY

Page of

ity of Freder

DIVISION 3. UNW

Cunat

DEFINITION - Records Serles - A gioup of related records normally Pled snd used as 8 unit for reference s

woll 90 retention and dlsposition purposes,

_4. RECORD SERIES JHILE

dﬁ%o@wpﬁgﬁ‘

5. EARLIEST YEAR / LATETEST YEAR

LT 10_26vme

oo

8. RECORD SERIES DESCRIPTION { Buiefly descrbe the types of inlormationvdocumenisiiorms found in the Series

. tnclude the putpose of funclion of ihe Senes)

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawer(s)
o Lelter Size o Microfitm O Alphabetical O Microfilm Reel (s}
O Computer Tape (s)
o legal Size o Compuler Tape O Numerical O Other (Specily)
O Bound Book o Floppy Disk D Chionological Number
ideo 1 O Geographical 10. ANNUAL ACCUMULATION
a Audio Tape O Video Tape eographical o Fie Drawer (5
P 0 Microfilm Reel (s)
O Other {Specif:
7 Ottt {Speciy) (Speciy) o Computer Tapels) !
O Other (Specify)
Number
11. FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
o Daily u Weekly O Monthly O Monthis) D Yeai(s)

Number

13. CURRENT LOCATIONIS) jBidg.,f\oov, Room)

o ibpuns

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency of office)

o Yes . o No

15. ACCESS RESTRICTIONS (il yes, cile law(s) & regulation(s)

O Yes, 0 No

-

16. AUDIT REQUIREMENTS

ot

g None O Federal O Independent

17. 1S AN INDEX SYSTEM USED? ()f yes, explain brielly and
descibe any hardware/sollware)

o Yes O No

18. RECOMMENDED RETENTION f
A 5 MdM e
e bren) amed M

19. NAME TITLE OF PZARER

20. TELEPHONE NUMBER

21. DATE /0 / »

0GS 550.4 {Revised 193)




{NSTRUCTIONS .- FYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCMEDULE [DGS 550-1) ’ 7275 WATERLOO ROAD

P.0. BOX 275 . JESSUP, MARYLAND 20784 Page ol

Ii. n‘wimcm“ f' l ; DIVISION . | 3 UN‘L /&Puw

DEFINITION - Records Serles - A group of relsted recorde normally filed snd used ss o unit for reference ss wall as retention and disposition purpoves.

.4. RECORD S.ERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

\&{W ”'C) coa —Cpla 1997 108 and

1

¢. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvdocuments/iorms found in the Series. Include the puipose or tunclion of the Sernes)

Vz,qw»{icgzdo AA Pt

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE . 9. VOLUME
O File Diawer(s)
a Lelter Size o Microlilm o Alphabelical O Microliim Reel {s)
O Computer Tape (s}
U Legal Sige o Compuler Tape O Numerical G Othet {Specily)
U Bound Bock o Floppy Disk O Chronological Number
T Audio Tape 0 Video Tage O Geographical 10. ANNUAL ACCUMULATION
. O File Drawer (s)
O Cther (Spect O Other (Specit O Mictolilm Reel (s)
(Speciy) (Specity) O Compuler Tepe(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER _
o Dady N Weekly O Monlhly O Monih(s) O Yeals)
Numbet
13. CURRENT LOCATION(S) (Bldg.. Floar, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency ot office)

,% 2"‘/‘9‘4/‘)" W Yes @M A AR A ‘e D No

15. ACCESS RESTRICTIONS (if yes, cile law(s) & tegulalion(s} 16. AUOIT REQUIREMENTS

o Yes, D No uﬁns o State o Federal O indepenceni
7. 1S AN INDEX SYSTEM USED7 (If yes, explain brieflly and 18. RECOMMENDED RETENTION [’M/)

descibe any hardware/soliware)

Rl Cortah L b VV}WM%?

g Yes O No

1}. NAME AN LEQF P ER 20. TELEPHONE NUMBER 21. DATE
| 2 /l0 [

0GS 550.4 Ravised 193)




INSTRUCTIONS - FYPE ON PIINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SEMIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCUEDULE (DGS $50-1) ’ 7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794 Page or

RIMENTIAGENCY : - iSIoN NIt -
oy of Fredeidk |

well 38 retention and diapesion purpesss,

OEFINITION - Recosds Serles - A group of selated 1ecords neimally fied and used 80 o unit for reference as

_4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

) ij\
Mw GB—L C ( 4?7 10 S0
6. RECORD SERIES DESCRIPTION { Briefly describe the lypes of informatiorvdocuments/iorms found in the Series. Include the purpose or function of the Series)

/%9"’9‘?(‘1’(’ / %’&5

7. RECORD SERIES FORMAT(S5) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
eller Size o Microfilm O Alphabetical 0 Miciolilm Reel (s}
0 Computer Tape (s) '
O Legal Size o Computer Tape O Numerical O Other {Specily) i
O Bound Bock O Fioppy Disk O Chronological Number
O Audio Tape O Videoc Tage O Geogiaphical 10, ANNUAL ACCUMULATION
. O File Drawer (s)
© Other (Specty) o Other (Specily) O Microlilm Reel (s)
0 Compulet Tape(s)
O Other (Specily)
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
a Daily 0 Weekly a Monthly O Month(s) O Yeal(s)
Numbet

13. CURRENT LOCMION(S)_[BIdg.,.FIOOI, Room)

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specify agency or office)

[
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS

O Yes, O No O  None o Slale O Ffederal al/ndependenl

17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hatdware/soliware)

19. NAME AND T)JLE

OF PREPARER 20. TELEPHONE NUMBER 21, DAIE /

NGS 550.4 {Revsed 1193)




(NSTRUGTIONS - TYP'E OR PIINE A SEPARATE FORM FOR EAGH NEW
RLVISED RECORD SERIES.

SCHEDWLE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

FORWANRD WITH RECORDS RETENTION

AGENCY RECORDS INVENTORY

Page of

1 D'R‘E{EN;* f' l ; )

DIVISION

3. UNIT M(ail"@ ¢
[l ot

DEFINITION - Records Setles - A group of related records normally fied snd uved a0 o unit for reference as

woll ss retention snd dispesion purpesss,

_4. RECORD SERIES mLEI

L Zthen E @WW

8. EARLIEST YEAR / LATETEST YEAR

O N 2 1 |

10

8. RECOARD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiovdocumenisiiorms found in the Series. Include the purpose or tunction of the Setes)

O puealiool

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

O Lelter Size o Microliim

© Alphabelical
o legal Sze a Computer Tape O Numerical
O Bound Bock o Floppy Disk O Chronological
O Audio Tape L] Vide.o Tope O Geographical

0 Other {Specdy)

O Other {Specify)

9. VOLUME
O File Diawer(s)
O Microlilm Reet (s)
O Computer Tape (s}
O Other {Specdy)
Number

10. ANNUAL ACCUMULATION
O File Diawer (s)
D Microlilm Reel (s)
O Compuler Tape(s)
a Other (Specily) __

Number

.

FILE IS USED 12, FILE BECOMES INACTIVE AFTER

a Daiy N Weekly O Monthly o

Number

Month(s) D

Year(s)

1.

CURRENT LOCATION(S) (Bidg.. Floor, Room)

Aol zin o~

O Yes

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or olfice)

o No

18,

ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS

a Yes, o No Q None

O Slate

*

O Federal

0 Independent

1.

IS AM INDEX SYSTEM USED? (If yes, explain briefly and
descibe any hatdware/sollware)

18. RECOMMENDED RETENTION

At C

O Yes_ & No

e How Aol

. HAME Az llaLE 0 PARER

20. TELEPHONE NUMBER

21. DATE

/9/90 ),

NGS 5504 {Ravisert 1197)




